


Blog creation notes:

• Users with Role of “um_editor” can create blog posts
• There are various Blog Categories

• President Corner, Chapter Events, General Interest
• Select various blog categories from the Home page

• Each Neighborhood Group has their own blog category
• Access the NG Blog Post page to create blog



Blogging Procedures
• Login to Website
• Editor Dashboard
• Blog Category Options
• Access Blog Post Pages
• Create Blog
• Blog Approval Procedures
• View Posts 



Login to Website



• Enter your Username or 
email and password.

• NOTE: You can update 
your password from this 
page.

Login to Website (cont)



Editor Dashboard

This banner indicates that you 
have Editor access to the website 
and that you are logged in as an 
Editor.

Note the dashboard banner across the top



Note: As editor you can go directly into 
Dashboard.  You have the following 
authority:
- POSTS: Edit, delete or approve blogs.
- CALENDAR: Add or edit calendar 

events
- PAGE EDITS: Add, Edit existing 

webpage
- MEDIA: Add, Delete media images 

and pdf documents.

{Documentation for CALENDAR and 
PAGE EDITS is  not included here}

Editor Dashboard



POSTS PAGES

MEDIA CALENDAR

Editor Dashboard



Blog Category Options

There are four blog categories as depicted in the tile pictures on the Home page.
- President’s Corner – Blogs entered by President only
- Chapter Events – Blogs on the subject of Chapter activities.  Any Editor can create these blogs.
- Neighborhood Group Activities – Blogs on the subject of NG meetings and activities.  Any Editor can create these blogs.
- General Interest – Blogs on general interest topics.  Blog subjects could be website documentation, Event notes on 

activities related to sewing, Interesting resources or websites, etc.  Any Editor can create these blogs. 



Access to Blog post pages – HOME page



Access to Blog post pages – NG Pages



Access to Blog post pages – Events Pages



Access to Blog post pages – Events Pages (cont.)



Create Blog Post – NG Pages 
For Title include the Neighborhood Group name and program comments.
Please take pictures of the sign-in sheet and meeting activities and upload the images with the blog.  



Note that attendance sign in sheets need to have a media approval 
indicator in order to allow pictures to  be posted to the website.
This form requires an approval indication.

Note media (images and pdf documents) 
can be added with the posting.

Create Blog Post – General Interest



Blog Approval procedures

Note:  HERE URL takes you to Editor Dashboard 
to allow for post approval.



Select post
Edit
- Find media where 

appropriate
Publish post

Blog Approval procedures (cont.)



Blog Approval procedures (cont. 2)

“Edit with Elementor” opens Elementor editor which requires some review.  
Contact the webmaster if you want or need some instructions.  Go to Contact 
Us and select “Website question”.



Create and Submit blog – Approval procedures (cont)
Edit post, add media and Publish

Blog Approval procedures (cont. 3)



Create and Submit blog – Approval procedures (cont. 2)
Media capture

Upload media

Search media library

Blog Approval procedures (cont. 4)



View Post – General Interest


